Basics — Attaching Documents = = Quick Reference Guide
BuyMichigan:

Introduction
The “How to Upload Attachments” Quick Reference Guide is designed to provide the minimum steps
necessary in learning how to properly upload a file(s).

You can attach documents from a Header or Sub-tab level. It is recommended that you attach necessary files
at the Header Level, which affects the entire bid.

Steps

Step 1:

Open Market Bid AGENCY15B0001947

While creating Bid Solicitations follow
the steps below:

General Items Address Accounting Routin 'Aﬂau:hmantslﬂ" es Bidders Questions Amendments Q&A Reminders Summary

a.) Select the Attachments . Show
lame Description Attached Attached Date
Tab. 2 Vendor .
. STANDARD CONTRACT TERMS 03-4-14.do Ctandard Contract Terms Isidra Chavez 10082014
b.) Click the Add Attachment

butt
utton.
Note: When uploading your file, DO

NOT include special characters in
the file name, text fields, OR leave
any blanks to avoid the attachment
from uploading improperly. It is
recommended to use ONLY letters &
numbers.

Step 2:
Add File

The Add File screen displays. @ Neme i the dislay name forth flsthat wil appear where atachment repostory s are displayed. fcan be diferent from the name on cisk and can cortan aphanumeris ¢
of 200

a.) Enter a File Name (a

ariE _ Namg*: [spess ‘
description is optional). =
Destription: |
. File*: C:\Users\Public\Pictures\Sample Pictures\Chrysanth Browse...
b.) Click the Browse button. = SR T SRy

Location: 007

¢.) Select your file and upload ETCT T T

your document. - p—

d.) Click Save & Exit.

Your Attachment is now saved.

Items Add A il Routil Aﬂau:hmentstZ] tes Bidders Questions Amendments Q&A Re

Name Description VS"""’ Attached By
STANDARD CONTRACT TERMS 03-21-14.doc Standard Contract Terms lsidra Chavez
Specs Breathalyzer Testing Isidra Chavez
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